ProjectWise Deliverables Management Workflow

NOTE:

Organization = Company registered with Bentley

Transmittal = Data sent outside of organization (Outgoing)

RFI= Request For Information

Submittal = Data received into an organization (Incoming)

Participants = Someone assigned to a project. Can be an internal or external participant
Draft = A partially completed package that can be edited prior to being transmitted
Package = Proposed set of documents being transmitted or submitted

Remember: The sending user issues a Transmittal, and the receiving user receives a Submittal.

External Participants — Accepting Invitations/Bentley Account Creation Instructions:

1. The external participant will receive an invitation to exchange deliverables using
ProjectWise Deliverables Management on a GDOT project. Click “View Invitation”

You've been invited to collaborate!

Glenn Williams from Georgia DOT invites your organization to collaborate
on the 0009990 - Rockdale - Roundabout - SR 138 @ CR 8-CR 15 project.

Click "View invitation" to get started.

-

To Create a New Bentley Account
If you already have a Bentley account, proceed to Step 10.
2. The system will check for accounts associated with your email address. If an account is

found, skip to step 9. If no account is found using your email address, you’ll be routed to
the “Create your profile” page.
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3. Enter information in order to create the account (see below).

Bentley

Create your Profile

Acess the mest relevant information based on your

Waork email

First name Last name

Organization

Country

United States v

Street address

.
ZiplPostal code
Communication language
_____ .
Telephone
Industry
I e
I'm nota robat

4. Select the “V’m not a robot” box.
5. Follow the prompt, select pictures to verify that you’re creating the account. Select
”Verl:fy”.
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‘ @ | agree that | have read and accept the Terms of
Use And Privacy Policy.
‘

7. After clicking Submit, check your email.

Bentley

Please verify your email

Yo

Thank you for your registration with Bentley Systems.
We have sent you an email with a link to activate your
account. Please check your email for further details.
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8. Click the link to create a password and complete the registration process.

Complete Your Registration Process With Bentley x

Bentley-IMS@bentley.com
to me [+

Dear Bentley User,

Thank you for your interest. To streamline future access to Bentley content and offerings, please verify your
email address by clicking the following link or by copying and pasting it into your browser's address bar.

hitps://ims.bentley com/IMS/Reqistration/VerifyEmail?key=77wiMSYFNYAhlgMRYVAQ%
2fcwbdemZVvzo%2iB68om87Z6K%2bo%3d

Regards,
Bentley Systems

9. Create a password for your new Bentley account. The password will not expire. Click
Submit. Go back to the invitation in your email and click the “Accept Invitation” link.
Proceed to Step 10.

Bentley

Create Password

Password

.......

gl

Existing Bentley Account Holders
Adding Participants

10. Once you have logged in using your Bentley account, select “Accept Invitation”

You've been invited to collaborate!

Glenn Williams from Georgia DOT invites your organization to collaborate on the "0009990 -
Rockdale - Roundabout - SR 138 @ CR 8-CR 15" project.

You've been invited as the primary point of contact for Calance.

Click "Accept invitation" to get started.

Advanced options ‘ Accept invitation ‘ Decline invitation
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11. Service is enabled. You're now ready to exchange deliverables for this project.
Adding Project Participants

12. Click on the Deliverables Management tile of the new project. o

Deliverables

Management
13. Click the “Settings” button in Deliverables Management.
B - 0 ceormanor ) et chisamsoussens |+ ) W PrOjeCtWise Deliverables Manage.. | » L 9 1-
Lol EHM'Q<‘....

incoming Ourgoing Drats

No packages to show,
¥ou haven' received any packages yet

a. Click “Participants”

@ Settings

dentfication
‘ g

s configuration and merge it with akready existing Target project

Attributes

Distribution matrix

Storage

b. To add internal participants select “Add new” from the internal tab.

(® setns

- Add participant v
dentification - internal external

nal participants. They wil
on their permissions,

e il the incorming and oULgoing packages (and
be able to create and Issue new transmitials o A

Atrioutes
Distribution matrix
Storage

Notifications

c. Toinvite external participants select “Invite new” from the external tab.

@ Settings

General

Add participant v

ipants e your dlients, partne other external project a5 external parlicioants, After they accest your invitation, a riew project Inbox will e created for them. They will only see the packages that have been
2 o ther.
Coner letters I fents from different organizations will not see eath other's packages or responses.
Attribu e S Proet Contact ema Members  Invitation status

Dellverables Management Testing

Distribution matrix

5|Page 07/14/2020



14. Enter participant’s email address, title, and set their permissions. Select “Add new”

X

Add new participant

Email

Title
Team member

Permissions

View package (can alseo participate in internal reviews as additional reviewer)

Receive package
Issue package

[C] Approve RFI response
() Project administrator

— N - |

View Package — Participant will be able to see all incoming packages/submittals
b. Receive Package — Participant will be able to receive packages/submittals
Issue Package — Participant will be able to submit packages/submittals

111

15. Repeat this process to add additional participants.
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